Employee Resignation Announcement Email
To: [email for company-wide broadcasts]
cc: [email for head office/COO/CEO]
Subject: Employee Resignation Announcement
Dear All,
It is to inform you that [Name of employee] has resigned from the position of [Recent position held], with the resignation effective from [Date].
[Name of employee] joined [Company name] in [Year] as [Job Position] and worked really hard to reach the position of [Recent position held]. All the staff members really enjoyed working with him, in the last [number of years] years.
[Briefly explain employee’s immediate career plans]. We wish him best of luck for all his future endeavors.
The company has decided to throw a farewell party for co-worker and friend, on [Date], at [Venue]. You are hereby requested to attend the party giving toast to one of our most valued employees.
Sincerely,
[Your Name]
[Your Position]
[Company Name]
